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The following are categories of reporting/exporting functions available
through VIIS:

e Client-specific.

e Multiple-client.

e Inventory-related.

Client-Specific Reports

Three reports are available for generation for a client. These reports
are the Vaccine Administration Record, the Official Immunization
report and the Immunizations Needed report.

Vaccine Administration Record

The Vaccine Administration Record (VAR or “signature form”) displays
demographics, contact information, immunization history, and
immunization inventory available for the selected clinic site. The
responsible person’s and clinician’s signatures are also gathered on
this form. To generate the report, follow these steps:

1. From a client’s Manage Client screen, Manage Immunizations
screen, or Reports Only User screen, press_

2. Atthe Client Reports screen, choose a Site under the “Additional
Information” column for the Vaccine Administration report.

Reports Available for this Clhient

Displays demographics, contact information, Site v
Waccine Administration  immunization history, a5 well a3 immunizations
available. Language| EMGLIZH e

Displays demographics, registry data, contact
information, a3 well &5 detailed immunization historsy.
Display=s demographics, contact infarmation,
Immunizations Meeded  immunization history, as well as immunizations Mone
neeced.

Official Immuniz stion Mane

3. Click on Vaccine Administration, which is underlined and in blue
text.

4. Once the report is generated, it will be displayed using Adobe
Acrobat Reader®. Refer to the Optimizing VIIS chapter in this
manual for more information on Acrobat Reader®.

5. To print the report, press the printer icon on the Adobe® toolbar.
Press i in the Print dialog box.

{} Back -

6. To return to the Client Reports screen, press the
button on your browser.

Official Immunization Report

The Official Immunization report displays demographics, contact
information, and a detailed summary of the client’s immunization
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history. This report will typically be used as a physician’s chart copy.
To generate the report, follow these steps:

1. From a client's Manage Client screen or Manage Immunizations
screen, press .

2. At the Client Reports Client screen, click on Official
Immunization, which is underlined and in blue text.

3. Once the report is generated, it will be displayed using Adobe

Acrobat Reader®. Refer to the Optimizing VIIS chapter in this
manual for more information on Acrobat Reader®.

4. To print the report, press the printer icon on the Adobe® toolbar.
Press i in the Print dialog box.

. o Back -
5. To return to the Client Reports screen, press the

button on your browser.

Immunizations Needed Report

The Immunizations Needed report displays demographics, contact
information, immunization history, and immunizations recommended
by date according to the tracking schedule assigned to the client. To
generate the report, follow these steps:

1. From a client's Manage Client screen or Manage Immunizations
screen, press.

2. Atthe Client Reports screen, click on Immunizations Needed,
which is underlined and in blue text.

3. Once the report is generated, it will be displayed using Adobe
Acrobat Reader®. Refer to the Optimizing VIIS chapter in this
manual for more information on Acrobat Reader®.

4. To print the report, press the printer icon on the Adobe® toolbar.
Press i in the Print dialog box.

() Back -

5. To return to the Client Reports screen, press the
button on your browser.
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Generation of
reminder and recall
notices

Reminder and recall
notices are generated
for every responsible
person associated with
a client, given that the
following conditions
are met:

e The status “Active”
on the Client
Information tab is
checked for your
organization.

e The “Allow Re-
minder and Recall
Contact?” indicator
on the Client
Information tab is
checked.

e The responsible
person’s “Notices?”
indicator in the
Responsible
Person(s) tab is
checked.

e The responsible
person has
sufficient name and
address
information listed in
the Responsible
Person(s) tab.

Reminder/Recall Notices

From the Reports menu option, you may generate reminder and recall
notices, which include letters, cards, address labels, client listings,
and downloadable text files.

Reminder/Recall Requests

To select and submit reminder/recall criteria for clients, you will need
to fill in the Reminder Request screen, an online form. Follow these
steps to generate reminder/recall requests:

1. Click Request Reminder under Reports on the menu panel.

Reminder/Recall Request
—Select Client Population ...

% Clierts Associated with Menasha City Health Departmernt
 Clierts Resziding in the City of Menasha

" Clierts Associsted with Menasha City Health Department or Residing in City of Menasha

rIndicate the Tracking Schedule ...

Use Tracking Schedule Associsted with Each Client

7 Use Tracking Schedule Selected for 21 Clierts j

Select the Vaccine Group(s) ...

% Lze Al Vaccine Groups

¢ Use Vaccing Groups Selected Add =
Adeno el
Anthrax =l = Remave

2. Client Population: This section will only display for city
and/or county organizations.

¢ Indicate you wish this reminder to be for all clients associated
with your organization by clicking the top radio button.

¢ Indicate you wish this reminder to be for all clients within your
city or county by clicking the second radio button.

¢ Indicate you wish this reminder to be for all clients associated
with your organization and in your city or county by clicking the
third radio button.

e If you chose the second or third radio button, above, select
your city or county by double clicking a city or county name or by
highlighting the name and pressing

3. Tracking Schedule: In the top section of the

Reminder/Recall Request screen:

¢ Indicate whether you wish to use the tracking schedule
associated with each client or a uniform tracking schedule for
all clients by clicking the appropriate radio button.

4. Vaccine Groups: in the vaccine groups section of the screen:
¢ Indicate whether you wish to include all vaccine groups in the
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search criteria or if you wish to include only selected groups by
clicking the appropriate radio button.

e If you choose to include only selected vaccine groups, select
these groups by double clicking a group or highlighting a
chosen group and pressing ADD. Do this for each group
desired.

Note: This will limit the search to only those clients who will be
due/past-due for the selected immunizations. However, VIIS
will provide a list of all immunizations for which the selected
clients are due/past-due.

5. School/Primary Care Provider: Choosing a school or primary care
provider allows you to narrow your search to only the clients
assigned to a particular school or physician/clinic. If you do not
wish to specify a school and/or provider, leave these fields blank.

—Select the School & Primary Care Provider ...

School - Provider (PP *
I = l &

—Enter Additional Demographic Criteria ...

City l Zip Code l County I vi

e To choose a school, select a school name from the pick list
provided.

e To choose a primary care provider, select a physician or clinic
name from the pick list provided.

6. Additional Demographic Criteria: Entering a city and/or ZIP code
will narrow your search to only the clients associated with the
entered geographical area. However, by entering a county, you will
expand your search to all responsible persons who reside in the
selected county. Note: The county option is only available to
county public health organizations. If you do not wish to specify a
city, ZIP code, or county, leave these fields blank.

e To enter a city, type the city name within the first field.

e To enter a ZIP code, enter the five-digit number in the next
field.

e To enter a county, choose from the pick list in the third field.
7. Date Criteria
o Target Date Range: When a target date is specified, the report
will include those clients that are due/overdue for
immunizations within the date range. To choose a target date
range, enter the beginning date in the From text box and the
ending date in the To text box in MMDDYYYY format.
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Note: These dates can range from the past to the future; therefore,
you have the capability to run a recall, reminder, or a combination of

the two.
Enter the Date Criteria ...
Target Date Range From E‘ 7o E‘
Birth Date Range Fram E‘ T E‘
‘Weeks Since Last Notice NOTE: If Target Date is Blank, today's date will be dsed.
Exclude clients more than ¥ | tonth(s) Overdue
Exciude fram 7 Today's Date

[ Target From Date

Specify How to Sort the Report Data ...

Sort 17 By [Last Mame x| [rscendng w|  sotavey | =] =]
Sort 2™ By [First Mame x| [pscending >|  sotdthey | = =]
Generate | Cancel |

o If the From date is unspecified for the Target Date Range, the
system will use the date that you run the report.

e Ifthe To date is unspecified for the Target Date Range, the
system will use the date that you run the report.

¢ If both the From and To dates are left blank, the system wiill
find those clients who are due or overdue as of the date that
you run the report.

e Birth Date Range: When a birth date range is specified, the
report will return those clients who have a birth date that falls
within the range entered. To choose a birth date range, enter
the beginning date in the From text box and the ending date in
the To text box in MMDDYYYY format.

¢ If the From date is unspecified for the Birth Date Range, the
report will include the oldest clients in the system, some born
in the 1800s.

e |If the To date is unspecified for the Birth Date Range, VIIS will
use today’ date.

e Weeks Since Last Notice: When a number is entered in this
field, the report will include only those clients who have not
received a reminder notice within the specified number of
weeks prior to the current date.
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Note: Clients are shared between organizations; therefore, another

organization may have recently generated a notice for the client.

e Exclude Clients More Than: To exclude clients who are overdue
and who may have received several reminders already, provide a
number of months for the pick list provided.

e Exclude from: If excluding clients overdue for a certain number of
months, indicate the date from which clients should be excluded;
choose either today’s date or the Target “From” Date (uses the
date from the field at the top of the section) by clicking the
appropriated radio button. If no target date information is entered,
clients will be excluded from today’s date.

8. Sorting Criteria: This section allows you to specify how the data
will be sorted. If a sort order is not specified, VIS will sort the
report results first by the client’ last name in ascending order (A
to Z), then by the first name in ascending order.

e Sort 1« By: Choose a primary information field by
selecting from the pick list provided.

e Ascending/descending order: Choose how the primary
field is assorted; choose either ascending (A to Z) or
descending (Z to A) order from the pick list.

o Complete additional ordering sequences for the second
through fourth sorts.

9. Generate the report: Press the Generate button. Depending upon
the number of clients associated with your provider organization, it
may take five minutes or more to generate the date for the various
reports. While the data are being generated, the Request and
Output status page indicates the percentage of completion.

10. Periodically press Refresh to update the status. You may work in
other areas of the system while waiting for the reminder/recall
request to complete. You may check the status of your request by
clicking on Check Reminder Status under the Reports menu.

Summary Screen

When the report is complete, you may click on the blue underlined
date to go to the Reminder Request Process Summary screen. The
Summary screen lists the number of clients involved in the search
and the criteria that were used to define the search. From the
Summary screen, you may create various reminder output options.
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Reminder Request Process Summary

Step Criteria Evaluated at this Step Clients
1 Clierts associated with Virginia Department of Health, 16
2 Clients immunized by Virginia Department of Health. 14
3 Clierts that are active within Wirginia Department of Health and allow Reminder & Recall 12
Contact.

Additional criteria includes:
= Birthdate range iz not specified;
& County is not specified;
» Scheol iz not specified,
= Provider iz not specified,
* Weeks Since Last Hotice is not specified.
4 Clierts that have one or more responsible persons that Receive Notices. E
Additional criteria includes:
= City is not specified
& 7ip Code is not specified.

o Clierts that Allow Sharing of Immunizations. E
G Clierts that meet the following criteria regarding vaccinstion status; B
#* Clients that are Recommended or Overdue for one or mare vaccinations as of 06/21,.2006;

» Lze all vaccine groups;
* ze ACIP for all clients.
* Exclude Overdue Reminders is not specified.

Total Nember of Cliients Eligibie for Remindar 6

Last Notice Date Options

On the bottom of the Reminder Request Process
Summary screen, you have the option of resetting the last
notice date, which will affect future reminder/recall notices
generated using this information. Your options on the last
notice date table include:

Last Notice Date Options

Set last notice date to today for aif eligible clients when you select a report ontput.

Rewert fast notlce date to previous fast natice date for aif clichts afigibla for this remindar. Resert Eligible
Revert Jast notice date to previous fast notice date for bl chients immanizad by Viiginia Revert &l
Department of Heaith.

Return to the previons screen. Cancel

1. Set the last notice date to today’ date. This is the
default option and is indicated by a check mark.

2. Set the last notice date to reflect the previous last notice date for
all clients eligible for this reminder by pressing Revert Eligible.
Use this option if you choose not to have the current report
generation reflected in the Last Notice Date option on the
Reminder Request screen for the recipients of this reminder.

3. Set the last notice date to reflect the previous last notice date for
all clients immunized by your organization by pressing Revert All.
Use this option if you choose not to have the current report
generation reflected in the Last Notice Date option on the
Reminder Request screen for all clients immunized by your
organization.

4. Return to the previous screen. Press Cancel to return to the
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Reminder Request Status screen.

Reminder/Recall Output Options

The Reminder Request Output Options table, found on the Reminder
Request Process Summary screen, allows you to choose how you
would like to use the data from your query.

Letters

The letter output option allows you to generate a standard form letter for
the responsible person(s) for each client returned on your query. The
letter allows room at the top for your organization’ letterhead. The body
of the letter includes the client’ immunization history, recommended
immunizations and due dates, and up to two lines of free text and/or a
telephone number. To generate letters, follow these steps:

1. Under the Additional Input column or the Letter section of the
table, enter:

Reminder Request Output Options

Output Desecription Additional Input
Reminder Letter Standatd Reminder Letter. Repott Mame !DS 0142001 Reminder
Free Text Iime for your shots! ;I

Phone # [(555) 555-5555

o Areport name in the appropriate field, if desired.

e Additional information in the Free Text field, if desired. You
may include a maximum of 400 characters in this field.

e A telephone number in the appropriate field, if desired.

2. Click on Reminder Letter, which is underlined and in blue text.

3. Your report will be listed on the Reminder Request Status screen;
the bottom table shows the name of the request, the date and
time it was started, and the status of the request.

e You have the option of moving to other portions of VIIS or
using other functions of your computer while you are waiting
for your letters to process. To return to check the progress of
your request, press Check Reminder Status under Reports on
the menu panel.

e If you choose to stay at the Reminder Request Status screen
while your request is processing, press Refresh occasionally
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to check the status.

4. Once the report name is underlined and appears in blue, your
letters are ready. Click on the report name to view or print the
letters in Adobe Readere.

5. To print the letters, press the printer icon on the Adobe® toolbar.
Press OK in the Print dialog box.

6. To print additional notices, press the BACK button on your
browser. At the Reminder Request Status screen, click on the
underlined reminder request (top box) to return to the Reminder
Request Process Summary screen.

Custom Letter

The custom letter output option allows you to generate a customized
form letter for the responsible person(s) for each client returned on
your query. To create a new custom letter, refer to the “Creating
Custom Letters” section of this chapter. To generate a custom letter
from the Reminder Request Process Summary screen, follow these
steps:

1. Enter a report name for the custom letter you wish to generate.
Click the link with the name of the custom letter. The letter and
mailing labels will begin generating immediately.

2. Your report will be listed on the Reminder Request Status screen;
the bottom table shows the name of the request, the date and time
it was started, and the status of the request.

¢ You have the option of moving to other portions of VIIS or
using other functions of your computer while you are waiting
for your letters to process. To return to check the progress of
your request, press Check Reminder Status under Reports on
the menu panel.

e If you choose to stay at the Reminder Request Status screen
while your request is processing, press occasionally to check
the status.

3. Once the report name is underlined and appears in blue, your
letters and mailing labels are ready. Click on the report name or
mailing labels link to view or print the letters in Adobe Readere.
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4. To print the letters, press the printer icon on the Adobee toolbar.
Press OK in the Print dialog box.

5. To print additional notices, press the Back button on your
browser. At the Reminder Request Status screen, click on the
underlined reminder request (top box) to return to the Reminder
Request Process Summary screen.

Cards

The card output option allows you to generate a standard (4x6 inch)
postcard, printed one card per page. The body of the card includes
the client’s recommended immunizations and due dates, up to two
lines of free text, and a telephone number. To generate reminder
cards, follow these steps:

1. Under the Additional Input column for the Cards section of the

table, enter:
Reminder Card Standard Reminder Card (4x5). Report Mame IUS."U1 2001 Card

Fres Ted Ical the number below to schedule | = |
your child's immunizations. _!
w

Fhone # |(555) 555-5555

e Areport name in the appropriate field, if desired.

e Additional information in the Free Text filed, if desired. You
may include a maximum of 275 characters in this field.

e Atelephone number in the appropriate field, if desired.
Click on Reminder card, which is underlined and in blue text.
Your request will be listed on the Reminder Request Status
screen; the bottom table shows the name of the request, the date
and time it was started, and the status of the request.

e You have the option of moving to other portions of VIIS or
using other functions of your computer while you are
waiting for your cards to process. To return to check the
progress of your request, press Check Reminder Status
under Reports on the menu panel.

¢ If you choose to stay at the Reminder Request Status
screen while your request is processing, press
occasionally to check the status.

4. Once the report name is underlined and appears in blue, your
cards are ready. Click on the report name to view or print the cards
in Adobe Readere.

5. To print the cards, press the printer icon on the Adobee toolbar.
Press OK in the Print dialog box.

6. To print additional notices, press the BACK button on your
browser. At the Reminder Request Status screen, click on the

wnN
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underlined reminder request (top box) to return to the Reminder
Request Process Summary screen.

Labels

The labels output option produces 30 labels per page on Avery Mailing

Labels #5160. To generate mailing labels, follow these steps:

1. Under the Additional Input column for the Labels section of the
table, enter a report name, if desired.

2. Click on Mailing Labels, which is underlined and in blue text.

3. Your request will be listed on the Reminder Request Status
screen; the bottom table shows the name of the request, the date
and time it was started, and the status of the request.

e You have the option of moving to other portions of VIIS or
using other functions of your computer while you are waiting
for your labels to process. To return to check the progress of
your request, press Check Reminder Status under Reports on
the menu panel.

e If you choose to stay at the Reminder Request Status screen
while your request is processing, press occasionally to check
the status.

4. Once the report name is underlined and appears in blue, your
labels are ready. Click on the report name to view or print the
labels in Adobe Readere.

5. To print the labels, press the printer icon on the Adobee
toolbar. Press OK in the Print dialog box.

6. To print additional notices, press the button on your browser. At
the Reminder Request Status screen, click on the underlined
reminder request (top box) to return to the Reminder Request
Process Summary screen.

Client Query Listings

The Client Query Listing is produced for the provider organization
administrator’ records. This report lists every client that was returned
in the report query process, along with the phone number and
address of every responsible person associated with each client.
Insufficient addresses or telephone numbers on this report represent
missing information on a responsible person. To generate a Client
Query Listing, follow these steps:

1. Under the Additional Input column for the Client Query Listing
section of the table, enter a report name, if desired.

2. Click on Client Query Listing, which is underlined and in blue
text.

3. Your request will be listed on the Reminder Request Status
screen; the bottom table shows the name of the request, the
date and time it was started, and the status of the request.
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e You have the option of moving to other portions of VIIS or
using other functions of your computer while you are
waiting for your report to process. To return to check the
progress of your request, press Check Reminder Status
under Reports on the menu panel.

e If you choose to stay at the Reminder Request Status
screen while your request is processing, press Refresh
occasionally to check the status.

4. Once the report name is underlined and appears in blue, your
report is ready. Click on the report name to view or print the
report in Adobe Readere.

5. To print the report, press the printer icon on the Adobee
toolbar. Press OK in the Print dialog box.

6. To print additional notices, press the Back button on your
browser. At the Reminder Request Status screen, click on the
underlined reminder request (top box) to return to the
Reminder Request Process Summary screen.

Creating a client query text file

This function is not yet available. When it becomes operational, new
VIIS User Manual pages will be sent to you with instructions on how to
use this function.

Creating Custom Letters

In addition to form letters, VIIS allows users to create and store up to

three custom letters to be used for recall/reminders. To create a new

custom letter, follow these steps.

1. Click on Manage Custom Letter under Reports on the menu
panel.

2. Click the underlined New Custom Letter link.
Manage custom letters

(there are no lefters for this provider arganization)
Mew Custam Letter
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3. At the Create New Custom Letter screen, enter the following:

e Top Margin: Choose the number of blank lines
you would like at the top of the letter from the pick
list provided.

e Primary Address: Check the radio button to
include the organization’s primary address at the
top of the letter.

e Salutation: Enter a greeting, then choose a name option from
the pick list provided.

o Paragraph 1: Enter text in this field. If you wish to include a
name within the paragraph, enter text up to the mention of the
name in the field marked “First part,” ending with a single
space. Next, choose the name you would like to appear within
the paragraph from the pick list (either parent or guardian,
client name, or no name). Continue to enter the rest of the text
following the name, preceded by a single space, in the field
marked “Second Part.” If you do not wish to include a name,
you may enter all of the first paragraph text in the field marked
“First Part” and select “no name” from the name pick list.

Top Margin
Mumber of blank lines at the top of the letter: # W
Primary Address
D Include primary address
Salutation
Enter a salutation for the letter:

Include a name st the end of the salutation: | (no name) V
Paragraph 1
First Part
Include a name between the first and second patts of this paragraph; | (no name) w
Secand Part
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Immiunization History
|:| Include immunization histary

Paragraph 2

Immunization Recommendations
[Jinctude immunization recommendsations

Paragraph 3

Closing
Enter a closing for the letter:
D Incluce provider organization name inthe closing
D Include provider arganization phone numbet inthe closing

Hame and save the custom letter
Mame the custom letter

[ Save ] [ cancel ]

e Immunization History: Check the box to include the client’
immunization history in the letter.

o Paragraph 2: Enter more text in this field, if desired.

e Immunization recommendations: Check this box to include the
immunizations recommended for the client in the letter.

e Paragraph 3: Enter text in this field, if desired.

e Closing: Enter a closing word or statement in this field. If you
wish to include your provider organization’s name and/or
telephone number after the closing, check the appropriate
box(es).

¢ Name and Save the Custom Letter: Enter a name for the letter
in the field provided. When the letter is complete, press Save.

Custom letters may now be generated using the process described in
“Reminder/Recall Output Options,” located in this chapter.

New Client Form

The New Client Form allows you to print a blank Vaccine
Administration Record, which includes a current inventory table for the
selected provider site. Use this form to collect information on a client
who does not yet exist in the VIIS database. The responsible person’
and clinician’ signatures are also gathered on this form. To print out a
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New Client Form, follow these steps:

1. Click on the Forms menu option at the top of the page.

Hew Client Form Request Genetate
The Mewy Client Form requires a Site in order to evaluate vaccine inventory. Please select a site and Cancel ]
then click the Generate button to process your request.
Site | |
Language |ENGLIZH |

2. At the New Client Form Request screen, pick the site at which the
client will be seen so that the appropriate inventory will appear on
the record.

3. Choose the language in which out would like the new client form
to display

Press Generate.

The form displays in Adobe Reader®

To print the report, press the printer icon on the Adobe® toolbar.
Press OK in the Print dialog box.

© N o 0 &

To return to the New Client Form request screen, press the Back
button on your browser.

Clinic Assessment Software Application Extracts

The Clinic Assessment Software Application (CASA) is a tool provided by
the Centers for Disease Control and Prevention for assessing
immunization practices within a clinic, private practice, or any other
environment where immunizations are provided. VIIS is able to extract
your organization’s immunization information and save it in a format
that may be used to import into CASA for analysis. To perform an extract
of information for CASA, follow these steps:

1. Click on Request CASA Extract under Reports on the menu panel.

Enter Common Review Date & Age Ranges for CASA Extract

Commen Review Date: |96/2172006  |[4]
Client will be at least; |0 Morths % | alg on Cominon Review date.
Client will be less than: |36 Morths % | old on Common Review date.
Org Mame: Yirginia Department of Heafth

Clients will be selected based on the age ranges selected above.
The commeon review date will be used to determine the age.
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2. Enter a Common Review Date in the MMDDYYYY format or
click on the calendar icon to set the date.

3. Enter the minimum age the client must be on the common
review date by entering a number and choosing days,
months or years from the pick list. This field defaults to O
months.

4. Enter the age the client must be under on the common
review date by entering a number and choosing days,
months, or years from the pick list. This field defaults to 36
months.

5. Press OK.

6. A screen will display instructing you to check the status of the
extract by going to the Check Request Status screen.

7. Click on Check Request Status under Reports on the menu panel.
You may click the Refresh button at any time to update the status
of the report. You have the option of moving to other portions of
VIIS or using other functions of your computer while you are
waiting for your download to process. To return to check the
progress of your download, click Check Request Status on the
menu panel.

8. When your extract is complete, it will appear in the status table
underlined and in blue text.

9. Double click the name of the underlined CASA file. In the File
Download box, press SAVE.

10. In the Save As box,, choose a location where you would like to
save the file. We recommend you create a CASA folder to
organize the extracts.

11. Press SAVE.
12. A Download Complete box will display. Press CLOSE.

13. Find the location of your saved extract file on your hard drive.
Double click on the file. Once this is done, the .exe file
automatically creates a new text file (ends in .txt) in the same
locations as your .exe file.
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Importing a Text File into CASA
To import your text file into the CASA program, follow these steps:

1. Open your CASA program.
2. Select Import from the Assessment Site menu, then select Import
Using an Existing Template

] CASA Vimzinn 2.3 Janumy 15, 2007
PP |esisbont Bepol: Folowlp Ulle: Hep Epl

Create
Edit

Hample Size Determination
Handom Mumber Genersion

TR < oic 1 gt Templaie

Expart Imgost Using An Exisling Template |
Printer Set-Up
Exit CASA. . AmdFd T

Edit fin Impar Template
Delete An hmpon Template

3. Inthe dialog box, choose “VIIS to CASA 2003
"from the scroll-down list. Press OK.

4. In the Open dialog box, locate your newly created
CASA text file. Click to highlight the appropriate file
(it will end in .txt), then press Import.

cqoeen ...
Find Your ASCII File Directory:

|casa_44_lxl | c:\casatempl

oy i
prodat™1_txt

Cancel

[T All Files

Drive:
|IE c: ntdlapvl |L!

5. the Assessment Site Download box, fill in your site, assessment
range, common review date, and other information. Press OK.

i Asseismend Silo [ owendosd K

Assessment Site Download

Mama O A d Site | ]
Caty: | ] State:| | Zwpeode: [D000O0-0000
Provades Type: [ |

Arsessors ool ]
Avzersment Date: [01774/2002 | Common Arserement (01701 77007 |
Perfom Arsessment Fangs Calculstions In._. & Months [ Years
From: [17 | Monthe  To{3] | Months From 01401 /2002
([0 /A ) {[iz/31 7000 ])

| wor | | cence |
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In the Importing Empty Records box, press NO.

In the Importing Combination Shots box, press NO.

Now that your VIIS data is successfully imported into CASA, you
will be returned to the main CASA screen.

©o N

Assessment Reports

The Assessment Report feature in VIIS compiles an organization’
immunization data into a useful format.

1. Click on Assessment Report under the Reports section of the
menu panel.

Assessment Report

rSelect Client Population ...
7 Clients Associated with Selected Site ;I

& al Clients Associated with City Test
€ Clierts Residing in the city of Muscods

' Clients associated with City Test or residing in city of Muscoda

rSelect Evaluation Date ...

fdanth: I *I Year: I *I

Generate i Cancel |

2. Select the client population to be assessed by clicking one of the
following:

e All Clients Associated with Selected Site: Choose this option
to view immunization data on all clients associated with the
site selected from the pick list at the right of the dialog box.

e All Clients Associated with <Organization Name>: Choose this
option to view immunization data on all clients associated with
your organization.

e All Clients Residing in <City or County Name>: Choose this
option to view immunization data on all clients within a given
city or county. This option is only available for city or county
organizations.

¢ All Clients Associated with <Organization Name> or Residing
in <City or County Name>: Choose this option to view
immunization data on both clients associated with your
organization and those residing within a given city or county.
This option is only available for city or county organizations.

3. Select the assessment report evaluation date by choosing the
month and year from the date criteria pick lists. The evaluation
date will always reflect immunization data on the first date of the
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selected month. No immunizations administered after the
evaluation date will be included in the report.

4. Press Generate.

5. The Assessment Report Status screen will display. Press
occasionally to check on the progress of the report. When the
report is ready, the job name will appear underlined and in blue.

6. Click the underlined job name. The assessment report will be
called: (Assessment Report)<Organization Name> - <Date>. A
report listing all clients who have missed a vaccination opportunity
will have a job name of: (Missed Opps Clients)<Organization
Name>-<Date>.

7. Press Generate Report.

8. The form displays in Adobe Reader®.

9. To print the report, press the printer icon on the Adobe® toolbar.

10. Press OK in the Print Dialog box

11. To return to the Assessment Report Status screen, press the
BACK button on your browser.

Understanding the Assessment Report

The following is brief overview of the data that is returned on each
table within the assessment report.

Age Croup Records Meeting Criteria Inactive Records Analyred

36 -72 Months of Age €31 1 627
24 - 35 Mendhs of Age 178 0 178

12 -23 Months of Age 265 4 261

02

< 12 Months of Lge

Age Group: This column displays the age ranges
used for evaluation.

Records Meeting Criteria:  This column displays the count of
selected clients within the age group.

Inactive: This column displays the count of
selected clients within the age group
that are included in this report.

Records Analyzed: This column displays the count of
selected clients within the age group
that are included in this report.
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Immunization Status
: I-4 5
Up-to-Date Late!
Agze(months) S, ey
36 - T2 Months of Age
72 26.6% 27.0%
.t | 51.4% 54 .1%
12 64.9% 79.4%
) 4e.1% T5.4%
24 - 35 Months of Age
24 47.9% 56.2%
12 £2.9% 79.8%
7 46 . 6% 79.8%
12 - 23 Months of Age
12 £9.0% 20.3%
7 £1.3% an.8%
< 12 Months of Age
7 56.9% £9.4%

I UTD by 7 months equals 3 Dial, 2 HepB, 2 HIB, 2 Polio

20 UTD by 12 months equals 3 DTaP. 2 HepB. 2 HIB.. 2 Polio.

3 UTD by 24 months equals 4 DTaP, 3 HepB. 3 HIB. 1 MME, 3 Polio.

41 UTD by 72 months equals 3 DaP. 3 HepB. 4 HIB. 2 MME. 4 Palic

Late U'TD equals the same benchmark for the age group, but it is assessed on the date the report was run.

Age (Months): This column displays the
age of the client on the
assessment date.

Up-to-Date (UTD): This column displays the
percent of clients(out of the
total number of active
clients for that age group)
meeting the criteria on the
assessment date. The
criteria are given at the
bottom of the report page.
For example, a seven-
month-old UTD client who
has met the criteria will
have had three DTaP, two
HepB, two HIB, and two
Polio vaccinations.

Late UTD @ Assessment: This column displays the
percent of clients (out of
the total number of active
clients for that age group)
meeting the criteria on the
date the report was run,
rather than on the
assessment date.
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Ape Specilic Tm manieations Benchmarks
UTD Crid DTap Hop B Hik MUIR Polic Provaar Variels
i 3 il e [} [ I 1 1
il & pemii I 1 ¥ ¥ ¥
i T il ] ) * b ¥
¥ meomis ] 2 z z :
i 1 b 1 b ? 1 ¥
g ek i e i % L] i L] L] [}
e 1 el 4 3 i | i 3 i
@ 21 il il 3 5 1 5 3 1
g 24 muerihe 1 L] ] 1 A L] i
i T2 il 5 1 1 ] 1 i ]
The Age-Specific Immunization Benchmarks chart
shows how many doses of each vaccine a client should
have by the age listed at the left to be determined UTD.
This chart is used to create the Assessment of Clients
Meeting Age-Specific Benchmarks table.
Assessment of Clients Meeting Age Specific Benchmarks
UTD A s . R e | Total Meeting|
Age | DTap Hep B Hib MMR Polio Prevnar | Varicella % Coverage
Age Criteria
3 Months 1356 1377 1328 1323 776 1705 42.7%
5 Maonths 1078 1028 1058 1062 551 1537 29.6%
7 Months 742 a70 1008 1ol 452 1246 26.4%
9 Months 761 508 317 928 422 1206 27.9%
12 Months 725 a1 228 227 355 106 28.4%
16 Months 290 550 555 €08 EEE 220 438 958 7.2%
19 Months 422 53 524 gle 534 131 43 279 11.6%
21 Manths 445 EE3 s01 E0E 5E4 153 451 gi7 12.3%
24 Months 163 5EC 592 g06 537 151 184 205 12.5%
T2 Months 1 1 1 L 1 o 1 1 0%
UTD Age: This column shows the maximum age

Vaccine Columns:

Total Meeting Age Criteria:

% Coverage:

Virginia Immunization Information Services

the client has attained by the
assessment date.

These seven columns display the count
of the clients who have met the
vaccination criteria by the UTD age.
This column gives a count of all the
clients who are at least the age listed
under UTD Age.

This column displays the percentage of
clients meeting all UTD criteria, out of a
total of all clients at least the age listed

under UTD Age.
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Children Who Could Have Been Brought Up-To-Date With Additienal Immunizations

== |2 Menihs of Age 198 22,08

I Vaccine Needed 135 §7.8%

2 Vaccines Needed 3l 15.6%

3 Vaccines Needed 14 7.0%

4 Vaecines Needed 18 9.5%
Column 1: In the first row of column one, the age range of clients

examined in this table is displayed. In subsequent rows
within this column, the number of vaccines needed by
the client is displayed.

Column 2: In the first row of column two, a count is displayed of all
clients for this age group who are behind schedule for
four or fewer vaccinations. Subsequent boxes display a
count of clients for this age group who need additional
vaccinations to be UTD.

Column 3: In the first row of column three, a percent is displayed
of all clients for this age group who are behind
schedule for four or fewer vaccinations (out of the total
number of clients for this age group). Subsequent rows
within this column display a percentage of clients for
this age group who need additional vaccinations to be

Children Whe Caot A Late Start or Have Dropped OO Scheduole After & Good Stan
3l.1% 36-72 mwo, age group
l
Late Start Rates Beginming = 3 mo, age 12.6% 2405 nbin, age mralp
25.3% 12-23 mio, age group
BT 17.9% 24 mvondly status®
4850 19. 8% 2 mwonih iatus
Drop OIF Rates 3647 31.1% 24 monih status
2415 mo. age 34,3% 24 muondly siatus
12-23 muo, age 15.3% 12 month status’
1 v A client whedid not receive dose 1ol DTAT by 0 days is considerad to have gotien a Late San.
by k--p off mte e 24 momhs of age \qu.uls".. of chents whe bad | I¥Tal* 'h:. o mcathis of age Iminus e ol < liemls
who hadd DTaP I11.. o4 Months
B Drop ol mbe @ 1.2 months of age equals o of clients whe kad | DTal* by 6 months of age minas s of ¢licats
who had 3 DTaP by 12 Months
EXTal isthe \'.,]III'\-.IL'I:I of o DTal®, o I¥TP ora [¥]
Late Start Rates: A client who did not receive one full dose of

DTaP by 90 days of age is considered to have
gotten a late start. The values in column three
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of the late start row are the percentages of
clients (within the age groups listed in column
four) who have not received the first DTaP dose
by 3 months of age.

Drop Off Rates: The drop off rate section of this chart shows the
percentage of clients (column three) in various
age groups (column two) who have not gone
beyond al2 or 24-month status (column four) in
their immunizations. Immunization status is
calculated using the formula outlined at the
bottom of the chart.

Clients Who Do Not Have a Birth Dose of HepB and Have Not Completed the 3 Dose Series

Number® Per Cent®

Clients Missing Birth Dose Of Hep B zog 21.32%

4y Count of Clients who do nat have a birth dose and did not complete the 3 dose Hep B series. These clients must
be between & months and 72 months old on evaluation date and have at least 1 immunization in WIR.
31 Per cent of all clients (between & and 72 months old with at least 1 immunization in WIR ) who do not have a birth

dose and did not complete the 3 dose Hep B series.

The Hep B chart gives the number and percentage of clients who did
not receive a birth dose of the Hep B vaccination and who did not
complete the three-dose series. Clients evaluated are between six
and 72 months old and have at least one immunization in VIIS.

No screen shot available at this time

Age Group on Eval Date: This column lists the age group of the
selected clients and the immunization
benchmark used for evaluation.

Total Clients in Age Group: This column gives the total number of
clients within the age group listed in the
first column.

Clients Not Up to Date: This column gives the count and
percentage of clients who are not up to
date for the benchmark listed in column
one.

Missed Op on Last Visit: This column gives the count and
percentage of clients who are not up to
date and who had a missed opportunity
for vaccination on the last visit on or
before the evaluation date.

The missed opportunities report lists all your organization’ clients who
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have missed opportunities to be vaccinated. This report lists the client’
first and last names, birth date, and date of each missed opportunity
by vaccine group.

Ad Hoc Reports

The Ad Hoc Reports function in VIIS allows the user to create
customized reports. Filters within the Ad Hoc Reporting function help
to narrow a search by date, site, vaccine group, ethnicity, and other
factors. City and county public health departments may include in their
reports clients associated with their departments or those living within
the same city or county.

The Ad Hoc reporting function produces two types of reports; one type
produces lists with information about selected clients, the other type
produces counts, either of clients or of immunizations.

Note: Clients whose information is added or changed on the day the
report is run may not appear in the results until the following day.

Ad Hoc List Reports

To produce a list of information about selected clients, follow these
steps:

1. Click on Ad Hoc List Report under the Reports section of the
menu panel.

2. Select the items that you would like to display on the report by
double-clicking on the desired items from the left column (for
example, Client Last Name)or by highlighting the item and
pressing ADD. This will copy the item to the right column and add
it to your report.

Create a Customized List Report
~What items would you like to display on the report ?

Client =
Birth cate
Courty
First name
Last name A =
Micdle name
Otfrer Rewms ﬂ
Chart numkber = Remove All |
Death Date
Death Indicatar
Ethmicity
Gender =

—~How would you like the report to be sorted?

ttem to sort on | (it sorted) =l orer @ Festtolast © Lastto-First
A report takes longer to run if you want it to be sorted.

~How would you like to filter the data?

tem to fiter on I(no fitters) _'I
Comparizon I j
“alue to compare to I j I
andl | H Eddisaye Edit |
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Filters in VIIS are used
to narrow information
down so that it
answers a user’ query
or can be used else
where. An example of
a filter item would be
Birth Date Range (Item
to filter on) BETWEEN
(Comparison)01/01/200
4 (Value to compare to)
AND 12/31/2004 (And).




3. Select the single item by which you would like to have the report
sorted and click on the sort order (first-to-last or last-to-first). Note:
Sorting the report will increase the tie it takes to process it.

4. Under “Iltem to filter on,” select an item that you would like to add
as a filter using the pick list provided. For example, “Birth Date
Range” could be an item used as a filter.

5. Under Comparison,” select a word from the pick list that best
describes the type of comparison you wish to make. For example,
“Between” is one comparison operator.

6. Under “Value to compare to,” either choose a value from the pick
list in the left field or enter a beginning date in the right field.

7. Under “and,” select another value from the pick list in the left field
or enter the ending date in the right field, if applicable.

8. Press Add/Save. Repeat Steps 4-8 for each item you wish to

filter.
— How would you like to filter the data?
ltermn tao fiter on I\faccination date ;I
Compatizon IAFTER ;I
“alue to compare to I j |1 3172005 E
and | HI Add/Save Edt
r Selected Filters
hetive Indicator EQUALS ACTIVE
AN
County EQULLSI BROWN
AN Eviit |
Vaccination date AFTER 10/31/2005
Remove |
AncfCr |
Group |
Unizroup |

Generate ] Cancel J

9. When finished adding filter items, you may do the following:

e Group them together by highlighting two filter statements and
pressing Group.

e Highlight an AND or OR statement and press And/Or to
change it to an OR or an AND.

e Highlight a grouped statement and press Ungroup to
ungroup it.

¢ Highlight a statement and press to remove it from the
selected filters.

¢ Highlight a statement and press Edit to make changes to a
statement. Make the necessary changes to the statement in
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the filtering section of the screen and press Add/Save

10. Press Generate. The Ad Hoc Report Status page will display;
see the Ad Hoc Report Status section of this chapter for more
information.

Ad Hoc Count Report

To produce a count of selected clients or immunizations, follow these

steps:

1. Click Ad Hoc Count Report under the Reports section of the
menu panel.

Create a Customized List Report
—What items would you like to display on the report?

Client =
Birth date
Courty
First name
Last name Add =

Middle name
Other Rems Ee=upanrasre]
Chatt number = Remaove &l
Death Date -

Death Indicatar
Ethnicity
Gender =1

= Remave

~How would you like the report to be sorted?

tem to sort an | (nat sorted) =l order @ Fisttolast © Lastto-First
A report takes longer to run if you wwant it to be sorted.

~How would you like to filter the data?
ttem to fitter on I(no fitters) ;I

Comparison I j

“alue to compare to I d I

| dl [

A

Select whether Clients or Immunizations will be counted by
clicking the appropriate radio button at the top of the screen.

w

Select the factors you would like to use to group the counts on the
report by double-clicking on the desired item from the left column
(for example, Vaccine Group) or by highlighting the item and
pressing Add. This will copy the item to the right column so that it
can be used in your report.

»

Under “Item to filter on” select an item that you would like to add
as a filter using the pick list provided. For example, “Birth Date
Range” could be an item used as a filter.

5. Under “Comparison,” select a word from the pick list that best
describes the type of comparison you wish to make. For example,
“Between” is one comparison operator.

6. Under “Value to compare to,” either choose a value from the pick

Reports and Forms Virginia Immunization Information System




list in the left field or enter a beginning date in the right field.

7. Under “and,” select another value from the pick list in the left field
or enter the ending date in the right field, if applicable.

8. Press Add/Save. Repeat Steps 4-8 for each item you wish to
filter.

9. When finished adding filter items, you may do the following:

e Group them together by highlighting two filter statements and
pressing Group.

¢ Highlight an AND or OR statement and press to change it to
an OR or AND.

¢ Highlight a grouped statement and press Ungroup to ungroup
it.

e Highlight a statement and press Remove to remove it from the
selected filters.

¢ Highlight a statement and press Edit to make changes to a
statement. Make the necessary changes to the statement in
the filtering section of the screen and press Add/Save

10. Press Generate. The Ad Hoc Report Status pa?e will display; see the
Ad Hoc Report Status section of this chapter for more information.

Ad Hoc Report Status

1. The Ad Hoc Report Status screen will display after you press
Generate on the Ad Hoc Count or Ad Hoc List Report screens, or you
may access the status screen by clicking Ad Hoc Report Status
under the Reports section of the menu panel.

Ad Hoc Report Status Refresh | cancal |
Report Type Started Completed Status Row Count
LIST 10/31/2005 08:42 AM 10031/2005 05:45 A DOME 50
COUNT 1043172005 09:04 AW 1003152005 09:05 A DOME 2
Ad Hoc Report Results
rWhat would you like to do with this report?
Export as Text Export as a Spreadshest Prirt |

2. Press Refresh occasionally to check the status of the report.
Once the underlined report number appears, click it. The report will
display directly on this screen

3. If you wish to export the file, select the appropriate link.

If you wish to print the report, press Print. The screen will
display without the VIIS menus, allowing you to use your
browser’ print function.
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Vaccines for Children Reports

The Vaccines for Children (VFC) Report details the number of clients
that are vaccinated by your organization for each eligibility type for a
specified date range. To generate a VFC Report, follow these steps:

1. Click Request VFC Reports under the Reports section of the
menu panel.

Vaccine For Children Report Criteria

Crganization(=), | Wirginia Department of Health e Generate Report

Report Date Range:

From  |0BM52005 [E m |o7nsrezoos |

2. Select the organization name from the pick list.

3. Enter a From date under the Report Date Range using the
MMDDYYYY format.

4. Enter a To date under the Report Date Range using the
MMDDYYYY format.

Press Generate Report.
The form displays in Adobe Readere.
To print the report, press the printer icon on the Adobeetoolbar.

Press OK in the Print dialog box.

© ©® N o O

To return to the Vaccines for Children Report Criteria screen,
press the Back button on your browser.

Understanding the Vaccines for Children Report
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The following section explains the rows and columns within the VFC
report. The report only displays vaccines administered from the
organization’s inventory.

accings for Ghildran by Provider
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Angel Of Hope Clinic - 26625004
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The rows on the report break down the immunizations and clients by
age in years. A client who receives a vaccination when he or she is
six years and 11 months old will be included in the 1-6 age group.

Row Description

<1 This row includes doses given to clients who were
under one year of age at the time the dose was
administered.

1-6 This row includes doses given to clients who
were from one to six years of age at the time
the dose was administered.

7-18 This row includes doses given to clients who were from
seven to 18 years of age at the time the dose was
administered.

19+ This row includes doses given to clients who were 19
years of age or older at the time the dose was
administered.

Annualized  VIIS computes annualized estimates by using actual
immunization and client counts in each age group and
applying a multiplier to estimate a yearly amount. For
example, if a report was run for 01/01/2006 to
01/31/2006, the number in the annualized row will be
roughly 12 times the actual counts.

The columns on the report break down the immunizations and clients

by eligibility.
Column Description
Eligibility Not Det/ The immunization is associated with a

Unknown client who does not have any

12.30  Virginia Immunization Information Services Reports and Forms




Insured, Vaccine
Covered

No Insurance
Native American/
Alaskan Native

Insurance, No Vaccine

Medicare

Sub columns

Imms

Distinct Clients

eligibilities at all or has Eligibility Not
Det/Unknown in his or her client record.
The immunization is associated with a
client who has Insured Vaccine

Covered in his or her client record.

The immunization is associated with
client who has No Insurance in his or
her client record.

The immunization is associated with a
client who has Native American/Alaskan
Native in his or her client record.

The immunization is associated with a
client who has Insurance, No Vaccine in
his or her client record.

The immunization is associated with a
client who has Medicare in his or

her client record.

Description

This sub column counts the number of
immunizations given to clients with this
eligibility within the date range specified.
This sub column counts the number of
distinct clients associated with the
immunizations given for this eligibility
within the date range specified. Note: A
single client who received three doses
would contribute +3 to the Imms column
but only +1 to the Distinct Clients
column.

Totals include counts by eligibility, age group, and grand total.

Total Field
Total by Eligibility

Sum of Immunizations

Sum of Distinct Clients

Description

The total cells in the bottom row of the
report represent the total count of
immunizations or distinct clients for the
given eligibility, regardless of the age at
which the dose was administered.

The second-to-last column of the report
shows a count of the number of
immunizations given in each age
category, regardless of eligibility.

The last column of the report shows a
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count of the number of distinct clients
who received immunizations within each
age category, regardless of eligibility.

A dose given to a client with multiple eligibilities will count in only one
column, according to rank. A rank of “1” is the highest, and a rank of
“7" is the lowest. For example, if a client has both Native American
and Medicare eligibility, all of that client’s immunizations will count in
the Native American column, because the Native American (ranked 2)
eligibility category has a higher rank than Medicare (ranked 5).

Eligibility Rank
Insured, Vaccine Covered
Native American/Alaskan Native
Medical Assistance

Insured, No Vaccine

Medicare

No Insurance

Eligibility Not Det/Unknown

~No o h WN P

Callback Lists

To generate a take response reading callback list, follow these steps:

1. Click Request Callback under the Reports section of the menu
panel

Callback Request

Select Vaccine Group...

Yaccine Group | Smallpox *

Select Client Population...
Available Stes Selected Sites

Aurora Training i| Add =
Badger Clinic B e
Bucky's Esst Side x| __ =Remove

Date Criteria...

Include clierts who are & minimum of |6 | day(s) since vaccination.

Exclude clients who are more than * | days overdue for the result reading.

Generate | Cancel |

2. Select the vaccine group using the pick list.

3. Select the site(s) for which you wish to generate callbacks by high
lighting each desired Available Site and pressing. To remove a
selected site, highlight the site under Selected Sites and press
Remove.

4. Enter the minimum number of days that must elapse following the
vaccination under Date Criteria.
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5. Enter the number of days past which you wish to exclude clients
from the callback list.

6. Press Generate.

7. The callback list will display.
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	The Hep B chart gives the number and percentage of clients who did not receive a birth dose of the Hep B vaccination and who did not complete the three-dose series. Clients evaluated are between six and 72 months old and have at least one immunization in VIIS.
	 
	The following section explains the rows and columns within the VFC report. The report only displays vaccines administered from the organization’s inventory.


